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FORAGENCYUSE (1. Agency Address ¢ REcaos MANAGENENT U
Appiigation Date : ot ' Application Number
i 2/8/84 - Finance S?S?§i2ﬁ+hor'+y - A4-2 L}
““Apolication Number Post Office Box 2406 »  Date Recaived Date Ca—mpTeTeJ R
115 L Savannah, Georgia 31402 TEB 53 1984 |_MAY 20 1984
2. Parson to Contact 7 WorkingTile = Telephone Number
e faul Fetty . _Accountant . . . ... (912) 964-3906 __

J

e o — _..._*__..,.,_T[__.__.}

ﬁz APPLICATION FOR RECORDS RETENTION SCHEDULE [, OFFICE OF THE SECRETARY QF STATE

, RECQBDS MANAGEMEMT DIVISION

T e SR— W = e

!N‘STRUCTIONS See Publtcatlon No 76-—RM 1 for mstructlons on completmg thls form. Forward ssgned griginal to
Oepartment of Archives and History, F!eeords Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334
Attention: Schedulmg Section, - - .
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3. Action Requested
a. ¥ Estaousn Retention Schedule; record will continue to accumulate.
b. CJ Dispose of present accumulation: no further accurnulation anticipated.

. 1975 _ | _To Date _

!
}

6 = Amend Application No. _.. . Check One: O Change; ([ Supercede; [ Void L
a, Dﬂes ef Series 5, Recﬂrds Serias Title (followod by title used in office; if different)
Earliest Latest \ '
Recorded v SO

_Property Records e
What is the functlon of the Division and the Offlce in which thns record series is created?

€. Divistan and Gfiice Functidn

The Director of Finance is responSIble for the accounts of the Authority and establishes
and maintains accounting methods and procedures for the Authority. He approves expenses;
is responsible for the auditing and accounting provisions of all contracts, leases and
agreements of the Authority; provides protection of the assets with adequate internal
control procedures and assures proper insurance coverages for the Authority's properties;
coordinates the preparation of the annual budget with various divisions. Under his
supervision, monthly financial reports are published and related financial and cost

data records are prepared and distributed.

ESPE——— _— —_—— e ——————

7. Record Series Detcrlptnon This file contains the foliownng documents (mclude form numbers and titles, if any} |
Attach samples of the file.

Documents relating m/:‘Rrsd"" Property owned by Georgia Ports Authority including equipment.

included are: Cap|+al|za+|on flles, Listing of Property by Department; Listing
' of Property by General lLedger Reference #; Subsidiary list of
inventoried office items.

File is arranged: By Subject.

8. Monthly Referenca Rate =~ How often are records referred to which are: T T T
Ona to six months old Da-' l_Yf, ..} Seven to twelve months old ._D‘?_'_l\[ .—. Thirteen to twenty-four months old 4 -
twenty-five months and older_Va8ries 3 Upon request.

[9. Annual Rate of Accumulation of Rerords 3 1 ‘
Letter-size drawers o - Leyal-size drawers e e s Shelves ; Other (specify) : —_

IAC80-71. Aev. 76 S (Over)




a. ls this the official copy of the serles?

‘(Eé I NO | 10. ”'Questiod;azr"a {P!ace an_ "X" in the proper columr;)____ _ 7 “__% _-....__ } %Lw_._,n: '
' P ]

X If not, where is it? | e , R :
. i}
% b. Boes the saries oontam' confldentlal mformatlon requiring security handl:ng? If yes, cite law or regulation. N
Ao
) x.;. . Is this a vital record? e ' ' L ; L |

e. When one or two documents in the fne make it necessarv to keep the entire fnle for a Iong penod could these
. __documents be scheduled separately? e et ) e

g X
1 )_<._| . _Is the information contained in thluerles ever pubhsheji?_lf ves amch OOV, v

. s the information contained in this series ever analvzed and/or recorded ina summanzed report?
.t X | Ifves.attachcoov. _ . . _ L it

h, Is there a duplication of this series in your offuce or in another office or agency?

___1 s this series (or a major portion Oflﬂ rgquiaﬂy_rmcrohlmed? - _ o

L x| . 1fves.where2 _In part. . . e

L-....,..-—-

S S joes the record series resultin a comnuter printout? _

Attach copy or excerpt of laws or regulations. Explain administrative need - -,
ersonal

This is the file which identifies GPA's owned, property.:
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1 Retentnon Requiramants f The foltowing requures the series to be kept
a. State Law — e Years, d. Audit period R immeme Y €AFS,
_ b, Statute of limitation _.__ emn— . years, . - - -8 Administrativeneed - - -— - _— - - 25 - - _years. —
c. Federal law — .- ____years, f. Federal retention instructions . ... __.years,

12. Aporoved DISDOSithﬂ lnstructtons Thus agency recor{ifnends that the ?nlé series be cut ort at the end of each: - -
- S D Calendar Year @ Fiscal Year OOther .. __T___then,

3 Hold in the current files area'___.___month(s) — 1  vear(s); then - o T

0} Transfer to local holding area, hold _._24 .. . _year(s); then - -
O Transfer to State Records Center; hold .. . .. _year{s}; then
G Destroy.

{3 Transfer to State Archives for permanent retention. -
O Other (Specify) ’

These instructions apply to alt prior and future accumulations of the series,
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___gendy HeadlDes:gnee (ngnature) ___u__.J____ D;; . Recprﬂk Mana lement icer ('sfyn;@ ‘ ) " Date
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Recommendations in para- | T o ' é
graph 12 are approved., . State Auditor/Designee _5"?"8 "( ;
{If disapproved, attach letter B T )
of explanation.) Secretary of State/Designee %



